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suburban Toronto plant since 
February of 1990, and Taylor 
says everyone—management 
and employees—has already 
reaped rewards. 


“When I write memos now, I 
deliberately use clear, concise 
language. I want them read— 
and understood—by the 
maximum number of people,” 
says Anthony Taylor, vice presi- 
dent and general manager of 
Knape and Vogt hardware pro- 
duction company. “Having an 
MWP program in my workplace 
has taught me, not just my 
employees, a lot of important 
things about communicating 
with a culturally diverse 
workforce.” 


Taylor’s Etobicoke factory has 
had an MWP program at its 


The company has a productive 
workforce of 60 who make hard- 
ware parts, “yet it wasn’t hard 
to tell that many of them could 
not read or write English,” says 
Taylor. He says it really showed 
up when workers were filling 
out daily job cards, being taught 
health and safety information, 
learning how to use new equip- 
ment, or looking at office 
memos. 


And it also interfered with job 
opportunities for his employees. 
Taylor says Knape and Vogt 
has a strong policy of encour- 
aging promotions from within. 
“Almost every one of our super- 
visors and managers was 
promoted from within. Yet while 
the lack of literacy skills didn’t 
keep workers from maintaining 
employment in our company, 

it certainly did hamper their 
opportunity for promotions 

and taking on further 
responsibility.” 


So the management at Knape 
and Vogt decided to bring in 
an MWP program, to improve 
all-around communication at 
the plant. 


Taylor called Marni Johnson, 
MWP coordinator at the 
Etobicoke Board of Education. 
She did a needs assessment of 
the company, which includes 
employees from India, 
Pakistan, Cambodia, China, 
Czechoslovakia, Italy and 
Central America. “Marni was 
able to determine the true level 
of help we needed,” recalls 
Taylor, “and then set up English 
classes, as a Starter.” 


Taylor also notes that participa- 
tion in the needs survey and the 
MWP program was purely vol- 
untary. “We made clear there 
would be no repercussions, and 


(continued on page 6) 








4 


Ministry of 
Citizenship 


Ontario 


MWP Coordinators in Ontario 





To find out more about MWP programs, contact the MWP coordinator in your area. 


George Brown College 

258 Adelaide Street East 
Toronto, Ontario M5A IN1 
Tel: (416) 867-2270 


Mohawk College 

First Place 

350 King Street East 

Suite 110 

Hamilton, Ontario L8N 3Y3 
Tel: (416) 575-2026 


Etobicoke Board of Education 
Mimico Centre 

95 Mimico Avenue 

Etobicoke, Ontario M8V 1R4 
Tel: (416) 394-7635 or 

(416) 394-7630 


Multicultural Workplace 
Programs (London) Inc. 
388 Dundas Street 

3rd floor 

London, Ontario N6B 1V7 
Tel: (519) 439-1944 


North York Board of Education 
Mallow Centre 

15 Mallow Road 

North York, Ontario M3B 1G2 
Tel: (416) 444-6217 


Humber College 
Keelesdale Campus 

88 Industry Street 
Toronto, Ontario M6M 4L8 
Tel: (416) 763-5141 


Toronto Board of Education 
The Bickford Centre 

777 Bloor Street West 
Toronto, Ontario M6G 1L5 
Tel: (416) 393-9847 or 
(416) 393-0528 


Seneca College 

Caledonia Campus 

1200 Lawrence Avenue West 
Toronto, Ontario M6A 1E3 
Tel: (416) 491-5050, ext. 4700 
Fax: (416) 785-8145 


Sheridan College 

Oakville Campus 

1430 Trafalgar Road 
Oakville, Ontario L6H 2L1 
Tel: (416) 845-9430, ext. 442 


Peel Board of Education 

160 Traders Blvd. 
Mississauga, Ontario L4Z 3K7 
Tel: (416) 568-2525 

Fax: (416) 568-2521 


English in the Working 
Environment 

P.O. Box 3 

Waterloo, Ontario N2J 3Z6 
Tel: (519) 742-9651 


Algonquin College 
Colonel By Campus 

140 Main Street 

Ottawa, Ontario K1S 1C2 
Tel: (613) 598-4529 


Halton Board of Education 
Adult Computer Training Centre 
676 Appleby Line, Unit 9E 
Appleview Square 

Burlington, Ontario L7L 5Y1 
Tel: (416) 637-3393 


Confederation College 
Industrial & Business 

Training Department 

P.O. Box 398 

Thunder Bay, Ontario P7C 4W1 


Tel: (807) 475-6540 


YM-YWCA Ottawa 

219 Argyle Avenue 
Ottawa, Ontario K2P 2H4 
Tel: (613) 788-5001 
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Working in Ontario 





There’s a touch of parental 
pride in their voices when they 
talk about their publication, 
Working in Ontario, a 160-page 
worker's guide to workplace law. 
Both Antony Kirby and Rose 
Grotsky are not only proud of 
the finished product they and 
their co-workers created over 
the past 2 1/2 years, they’re 
feeling equally good about the 
process they used to get it right. 


While the process of repeated 
community consultations was 
at times painstaking and time- 
consuming, both Kirby and 
Grotsky are buoyant. They 
readily admit that Working in 
Ontario has been one of the 
most, if not THE most, fulfilling 
projects of their longtime 
careers in communications. 


The plain language project 

was a direct response by the 
Ministry of Labour (ML), Ontario 
Women’s Directorate (OWD) and 
the Ministry of Citizensip (MC) 
to a group of visible minority 
women who had made repeated 
presentations to the government 


during the 1980s. The women 
were concerned that docu- 
ments, brochures, and other 
information packages put out 
by the government were 
ignoring their needs. The lan- 
guage used was bureaucratic 
or technical. Photographs and 


graphics ignored their existence. 


They felt neglected, marginal- 
ized and overlooked. 


Their words were echoed in 
follow-up community consulta- 
tions undertaken by the ML, 
OWD and MC. One man, cov- 
ering a table with a batch of 
government publications, 
explained it this way: “This all 
sounds like a bunch of edu- 
cated Englishmen talking to 
educated Englishmen.” 


People were looking for cultural 
sensitivity from the government, 
and a group from ML, OWD and 
MC who later met to discuss 
these concerns, agreed they 
should be. The people of 
Ontario had a right to materials 
that were directed to and 
reflected the great cultural 
diversity of our province. 


A creative team was brought 
together by Antony Kirby, ML’s 
manager of Communications 
Planning. It included Bill Reno, 
a writer experienced in labour 
and plain language issues; 
Rose Grotsky of Learning 
Communications, Inc., which - 
specializes in communications 
packages related to literacy and 
second languages, race rela- 
tions, health and safety, and 
plain language; and the design 
firm Public Good Graphics, 
headed by Stephen Bock. 


The group decided to produce 
a manual for workers, in plain 
language, to explain the laws 
governing the Ontario work- 
place. The main six laws cover 
labour relations, health and 





safety, employment standards, 
human rights, pay equity and 
workers’ compensation. There 
was little doubt that the 
workers of Ontario needed to 
know these laws, or that they 
needed to read about them in 
language they could easily 
understand. 


“We wanted to produce a 
document that gave basic infor- 
mation to as many people as 
possible,” says Grotsky. “Our 
challenge was to make difficult 
(but crucial) information acces- 


Editor’s Note: 


In the last issue of MWP 
Trainer (now called Diversity 
at Work) we had several arti- 
cles about plain language, 

a Style of writing which is 
reader friendly and does 
what it’s suppose to do—com- 
municate. We noted that 
increasingly, governments 
are learning the importance 
of using plain language in 
legislation, policies and 
educational materials. 


In this issue of Diversity at 
Work we describe a collab- 
orative plain language project 
by the Ministry of Labour, 
Ontario Women’s Directorate 
and Ministry of Citizenship, 
who have just released a 
guide to workplace law called 
Working in Ontario. 


Working in Ontario is an 
important document for all 
workers in the province. 
Because of its use of clear, 
direct language, the guide 
can be used as a valuable 
training resource for MWP 
trainers and coordinators, 
or directly by members of the 
workforce. Instructions for 
ordering Working in Ontario 
are at the end of this article. 





sible to people from diverse 
cultures and backgrounds, or 
to workers who have limited 
literacy abilities. That involves 
clear design, as well as clear 
language.” 


“The cry we were hearing from 
visible minority people in 
Ontario reflected the need from 
all Ontarians,” says Kirby. “If we 
could meet the needs of the eth- 
nocultural communities, we 
would meet everyone’s needs.” 
And that’s what the creative 
team planned to do. 


So they took to the streets. They 
undertook surveys and commu- 
nity consultations in Sudbury, 
Thunder Bay and Toronto, to let 
people know about the project, 
and to find out more about 
their needs. They field-tested 
materials. They consulted with 
English and French literacy 
groups and ethnocultural and 
racial minority communities. 
“There were lots of meetings, 
revisions, rewriting, editing and 
redesigning,” says Kirby. “But 

it was all very exciting. People 
were thrilled we were paying 
attention, which we were, and 
they contributed a tremendous 


amount of constructive 
criticism.” 

Kirby said it took time to win 
their trust, and there was 
indeed anger at first, but even- 
tually “they knew they were 
being counted.” They saw it was 
their own book for employees, 
“not one that says one thing 

on one side of a page for the 
employer, with the other side of 
the page for employees. We were 
writing with them, for them. We 
were sincere about answering 
the audience’s needs, and once 
they were convinced of our 
commitment, we experienced a 
steadily improved relationship 
with the communities we 
worked with.” 


The team worked very carefully 
on the graphics for the publica- 
tions, ensuring a broad cultural 
mix in photographic representa- 
tion, and making sure they 
stayed away from stereotypes. 
Layout and design needed to be 
clean and clear for easy reading, 
with lots of white space, bullets 
and point forms, large enough 
type size and an easy-to-read 


typeface. 





The communities determined 
into which languages the docu- 
ment should be translated. To 
date, it is available in English, 
French, Italian, Portuguese, 
Greek and Chinese, and is free 
to all residents of Ontario. 


What makes these translations 
special is that, like the English 
version, they are written in. 
plain language. That means, 

it is not only translated, it is 
translated into simple, clear, 
readable language. “We worked 
closely with translators who had 
background in the community,” 
says Grotsky, admitting it’s a 
challenge to know when you've 
got the translation “right”, when 
you don’t speak all the lan- 
guages yourself. 


“But I also spent time training 
them in clear language and 
design principles. We then had 
the translations reviewed by 
ethnocultural, community- 
based organizations, all the time 
revising and revising. But that’s 
the process we were committed 
to. And it worked.” 


(continued on page 6) 





Resources 


Ontario: A Diverse 

and Changing Society - 
A Report on Selecte 
Demographic Trends 


This report is like a snapshot 
of Ontario’s cultural diversity 
today, and it paints in broad 

strokes a picture of what our 
society will be like in the year 
2011. 


Over the past 20 years, our 
culturally and racially diverse 
population has become even 
more varied, and this trend is 
expected to continue well into 
the next century. 


Ontario: A Diverse and Changing 
Society has been prepared by 
the Policy Services Branch of 
the Ministry of Citizenship. It 
looks specifically at trends 
among immigrants, racial 


minorities, and aboriginal 
people. Information presented in 
the report is designed to assist 
planners, policy makers and 
service providers. 


The report focuses on the 
changes and the growing diver- 
sity in Ontario's population in 
the following ways: 


culture and race 
immigration patterns 

age and gender 

language 

geographic distribution, and 
socio-economic 
characteristics. 


For more information, please 
contact: 


Ethnocultural Data Base Office 
Ministry of Citizenship 

5th floor 

77 Bloor Street West 

Toronto, Ontario 

M7A 2R9 





Men born outside Canada 
have a different occupational 
profile than those born here. 
In 1986, 15% of immigrant 
men worked in professional 
occupations while only 12% 
of non-immigrant men were 
professionals. Immigrant men 
were also more likely to work 
in manufacturing, construc- 
tion and service industries 
than men born in Canada. 

Although one-third of all 
women worked in clerical 
positions in 1986, immigrant 
women were three times more 
likely than non-immigrant 
women to be employed in 
manufacturing. They were 
also more likely to be 
employed in service occupa- 
tions—and less likely to be ° 
employed in sales or profes- 
sional jobs. 


ONTARIO DEMOGRAPHIC TRENDS 


Occupational Profile 


Immigrant Population and Non-Immigrant Population by Gender, 
15 Years of Age and Older, Ontario 1986 


Immigrant 
Male 


Occupational Grouping 


Immigrant 
Female 


Non-Immigrant 


Non-Immigrant 


Male Female 





(percent) 





Management/Admin. 
Professional 

Clerical 

Sales 

Service 

Primary 
Manufacturing 
Construction 
Transport Operating 
Material Handling 
Other 


Loe 


14.9 


10.2 


24.6 
10.6 


Ue 
Pies 
30.0 

8.4 
15.3 

Le 
14.0 

0.3 

0.4 

2.3 

2.0 


6.4 
Tol 


2.8 


3.4 


2.2 
4.1 


13.3 
129 
TES) 
9.4 
oe) 
D6 
18.7 
9.0 
6.2 
2.8 
4.5 


8.6 
ZOD 
35.4 
10.1 
14.2 

2.0 

5.4 | 

0.3 

0.9 

Ia 

1.6 





Total 


(Source: Statistics Canada, 1986 Census of Canada) 





100.0 





“We experienced a 


steadily improved 
rélationship with 


the communities 


we worked with.” 


A Vote for MWP 


(continued from page 1) 


if they wanted to participate 
they could. They soon learned 
we were genuine and that all 
classes would be free.” 


Sixteen employees out of a 
workforce of 60 signed up for 
the classes, which are offered in 
the company lunchroom on two 
different days, from 3:00-5:00 
p.m. From 3:00-4:00 they're on 
company time. From 4:00-5:00 
they're on their own time. 


“There was a nominal charge to 
us for the needs assessment,” 
says Taylor, “and the ongoing 
instruction gets paid for by a 
Board of Education grant.” 


The MWP coordinator, Marni 
Johnson, developed training 


Working in Ontario 
(continued from page 4) 


A community development com- 
ponent has been built into the 
Working in Ontario project. 

Led by the Ministry of Labour’s 
Policy Branch, work is being 
undertaken to ensure the 
worker's guide doesn’t sit on 
the shelf. “Here’s the book. How 
we ensure that people know 
about it is just as important as 
getting the book published,” 
says Kirby. 


Kirby has only praise for the 
team that put together Working 
in Ontario. He attributes the 
success of the project to their 

}) ability to work well as a team, 
2) cultural sensitivity to their 
audience, 3) creativity, 4) profes- 
sional ability, and 5) experience. 
Yet there can be little doubt that 
equally important factors 
included the team’s commit- 
ment to providing information a 


materials specifically geared to 
what the workers were encoun- 
tering on a day-to-day basis. 
Pleased with the practicality 

of the classes, Taylor says , 
“There’s no Dick and Jane 
taught here. That’s really helped 
make the classes successful.” 
There is basic math, exercises 
using money, health and safety 
information, machine instruc- 
tions, technical language, 
hardware product-related lan- 
guage, weights and measures. 
“The class was clearly tailor- 
made for our needs.” 


Taylor stresses, however, that 
an MWP program in a company 
isn’t just a matter of a few 
English classes for workers. 
Marni Johnson provided ses- 
sions for supervisors and 
management to teach them 


diverse workforce needs, wants 
and understands—and their 
willingness to have the commu- 
nity steer the team’s course 
along the way. 


Working in Ontario is available 
in English, French, Italian, 
Portuguese, Greek and 
Chinese, free of charge, to all 
residents of Ontario. 


Copies are available from 
any office of the Ontario 
Ministry of Labour, or from 
Publications Ontario, 

880 Bay Street, Toronto, or 
by calling (416) 326-5300. 
Out-of-town clients can order 
by mail from Publications 
Ontario, 5th floor, 880 Bay 
Street, Toronto, Ontario 
M7A IN8 or by phoning, toll 
free, 1-800-668-9938. People 
with impaired hearing may 
call: (416) 965-5130, or toll- 
free: 1-800-268-7095. 





about sensitivity to different 
cultural and language groups, 
and how to prepare written 
materials, policies and orienta- 
tion programs for new 
employees that encourage par- 
ticipation and understanding. 


“I learned some important 
things about how to run a shop 
with such a diverse workforce,” 
says Taylor. “We even discussed 
the cultural nature of body lan- 
guage. For example, the OK 
gesture we often use here can 
be very insulting to people from 
other cultures where it means 
something totally different. 
Knowing these things matters.” 


“I also learned how to write 
clearer, more concise memos. 

I was mildly embarrassed in 
class one day when Marni went 
over one of my old memos, 
which was amazingly muddy. 
Hopefully, I’ve learned a lot.” 


Taylor can’t say enough about 
the benefits of MWP prpgrams. 
In fact, he’s made public pre- 
sentations to business groups 
to spread the word. 


“We've got better communica- 
tion all around now,” he says, 
“better handling of paper work 
like job cards and production 
sheets. Workers are better able 
to express themselves about 
safety issues. One person taking 
the class since it started has 
been promoted from lead hand 
to supervisor. Supervisors and 
managers have improved their 
abilities to communicate. The 
bottom line is important, but we 
care about other things too.” 
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